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l. GETTING STARTED
A. Introduction

Making the choice or being forced to change is always the most difficult step toward any new
beginning. This manual was written with a few basic assumptions. Surfing the internet is part of
your experience. Directions are often ignored. When one does take the time, directions can be
unclear, misleading, and extremely frustrating. It is the hope of those creating this manual to not
only help the user, but give the user the tools to help others. Namely, future employees
necessary to manage your growing bankruptcy practice. Our website is full of valuable
information for anyone getting started in the electronic world. That information will not be
duplicated here. This manual is designed to compliment the resources readily available to you
now.

B. The 12 Step Program

Create Pleading

Print to PDF File

Log In

Case Type (BK or AP - Main Menu)
Sub-Menu Categories

Case Number / Event Listing
Parties

PDF’s

. Related Documents (if necessary)
10 Modify/Confirm Docket Text
11. Final Review

12. Notice of Electronic Filing

©CoNoUOA~WNE

A Note: Everything created and submitted to the Court will follow the steps above.
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C. The New Paradigm

Virtually everyone doing business with the Court is in the process of overcoming their addiction
to paper. Paper and the oh so significant ink signature making it “legal” have been with us for a
long time. The thought of replacing paper solely with electronic images is akin to learning to
read from the right to the left. It simply isn’t natural! Yet, as we continue into the 21 century
the internet is playing a more significant role throughout the business world and governmental
agencies at all levels. Our own studies show a strict adherence to the above 12 step program for
12 weeks will free anyone, regardless of the depth of one’s addiction.

A Note: The storage capacity for data of one CD-ROM is equivalent to 50,000 sheets of
paper.
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1. STEP BY STEP PROCEDURES
A. OPENING A NEW BANKRUPTCY CASE
Using your software, create a petition (Step 1) and print/save/convert/publish to PDF

(Portable Document Format) (Step 2). Log into CM-ECF through our website
(www.txeb.uscourts.gov) (Step 3).

A Note: The following procedures can be bypassed by using a case upload function
within a given software ONLY when filing the petition AND all schedules.

2} TXEB Train Database ¥er. 3.1.3 - login - Microsoft Internet Explorer

Fil= Edit View Faworites Tools Help | .]}'
QIBack -~ & ~ [x] 2] .~ | /' Search <7 Favorites 2 | T =

Address I@ htkps:f fecf-train, bxeb, uscourks, gov fogi-binflagin. pl ;I G0 | Links **
Google [Cl~ e s B - | €% sookmarks~ Bhiblocked () Settings~ |'@ -

-

CM/ECF Filer or PACER Login

Notice

This is a Restricted Web Site for Official Court Business only.
Unauthorized entry is prohibited and subject to prosecution under
Title 18 of the U.S. Code. All activities and access attempts are
logged.

Instructions for viewing filed documents and case

information:

If you do not need filing capabilities, enter your PACER login and
password. If you do not have a PACER login, you may register
online at http://pacer.psc.uscourts.gov.

Instructions for filing:
Enter your CM/ECF filer login and password if you are
electronically filing something with the court.

Authentication
Login: [testatty
Password: |

client code: |
Lagin | Clearl

NOTICE: An access fee of $.08 per page, as approved by the
Judicial Conference of the United States, will be assessed for
access to this service. For more information about CM/ECF, click
here or contact the PACER Service Center at (800) 676-6856.

& [ (5 [ e
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(Step 4)

Using the cursor, point and click on Bankruptcy (Figure 1). A drop-down menu will

appear as depicted on the following page.

Figure 1

/4 TXEB Train Database - Microsoft Internet Explorer 1ol =]
File Edit ‘Yiew Favorites Taools Help i
GBack + = - (D ay ‘ Qisearch [lFavorites GfMeda % | N S

Address I@j https: ffecf-train. bxeb, uscourts, gov/cgi-bin/login, pl? 103232995591044-L_916_0-1 j @GD |Links teg @ - GO&.‘:glEv I 23
Y_’ - évl j Search Wweb |- Ev @v | A mail ~ @My Wahoo! | Games - @ Shopping ~ &7 Personals » ¥bLAUNCH »

=
EE F Bankruptcy . Adversary +  Query -« Reports +  Utilities + Logout o_

United States Bankruptcy Court
Eastern District of Texas

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice. htm.
You may use this file to alert users to cwrent CM/ECF operational issues.

Tlhiic facilite 1o for £ oial Conet Bucinoce aonhe Aotivite to and feomn thic ofte i Inooced Docimont [~
|&] pore ’_E ) Internet 7
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(Step 5) Below is a list of Sub-Menu Categories, each with a drop-down menu containing all
events in that category (Figure 2) . For this exercise choose Open a BK Case (External).

/] TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit \iew Favorites Tools Help | ;?
QBack ~ £ - ¥ 2] 3 | - Search 5.7 Favorites | T g e
Address [ €] https:/jecf-train.bxeb.uscourts .gov/cai-binflogin. pl7628306479729524-L_565_0-1 | B e |Links »

EE F Bankruptcy + Adversary e« Query + Reports « Utilities + Logout
Bankruptcy Events

Appeal
Claim Actions
Creditor Maintenance...

File Claiims

Miscellaneous

Motions/Applications

Notices

Objection/Comment/Answer To Involuntary Petition
> Open a BK Case (External)

Open an Involuntary BK Case (External)

Plan

Upload For Agreed and Court - Directed Orders
Case Upload

@ [T T T I8 mtemet /

Figure 2
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The following screen (Figure 3) contains pertinent statistical data.

Figure 3

- Office - select the appropriate office (Beaumont, Lufkin, Marshall, Paris,
Sherman, Texarkana, Tyler). The “office” selection is determined by the “county”
in which the debtor lives - See county/office listing attached as Exhibit A

> Case Type - the systems defaults to “BK” for Bankruptcy Case
~>Chapter - select the appropriate chapter

~Joint Petition - system defaults to “no”, change to “yes” if filing a
joint petition

> Deficiencies - system defaults to “no” - leave the default as “no” even
if filing an emergency petition without schedules and statements

’; TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

Eile Edit Miew Favorites Tools Help | l?

Qoeack - ) - [ [2] @ |, search Favarites 4= | T B 5
Address [&] https:j/ecf-train.txeb. uscourts.gov/cgi-bin/login . pl?6 283064797 29524-L_S65_0-1 | EJ o | Links >
Google [Gl+ ~|eo{ & B - | €% Bookmarks~ [ 1blocked > () Settings+ | & -

=
‘ F Bankruptcy « Adversary - Query + Reports « Utilities « Logout o

Open New
Bankruptcy Case
(External)

Office IND{ Used 'I

Case type bk
Date filed 7/25/2007
Chapter [7 =]
Joint Petition [n =]
Deficiencies [n =]

Mext | Clear |

|&] Done l_l_l_l_l_la Inkernet P
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/A TXEE Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Miew Faworites Tools  Help | ;?
QI Back ~ £3 - [¢] [2] . | ! Search Favorites 4~ | = P e

Address I’.G;Ll https:,l',l'ecF—train.txeb.uscourts.gov,l'cgi—bin,l’login.pl?6283064?9?29524—L_L| a L=Ts] | Links **
GD.nge - - | Go + &2 E‘ - | o7 > |::. Settings - '@ =

EEC >3
UE F Bankruptcy » Adversary - Query +« Reports - Utilities + Logout o

Open New

Bankruptcy Case
(External)

Search for a debtor

SSIN | Tax Id |
Last/Business name |

First Name |
Middle Name |

Search | Clearl
€ [ T T [ mtemst 4
Figure 4

The “search for a party” screen appears (Figure 4). This screen allows the filer to search for
the debtor by Name, Social Security Number or Tax Identification Number. Unless the
debtor has filed previously, their name will not be found.

Search Hints:
Searching is case sensitive. (Smith, not smith)

Try alternate search clues if your first search is not successful
Partial names can be entered

The entire business name is stored in the Last/Business name field
Include punctuation (O’Brien)
An asterisk (*) is a wild card which may be used with search strings

The asterisk (*) should not be used by itself as it will search all records in the
database
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bz Note: If the designated party was already in the database, the Party Search
Results screen would provide a listing of parties matching your
search criteria. In that situation you would select the party by
highlighting the name with your mouse and click [Select Name From
List].

If the designated party was not found, click on [Create New Party]

If the name/social security search did not produce any results, select [Create New Party] to
add debtor/joint debtor.

/] TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help

Qack ~ €3 - [¢] 2] @ | - Search 7 Favorites | > -
fddress I@j https:,I'Iecf—train.txeb.uscu:uurts.gu:uv,l'cgi—bin,l'login.pl?6283064?9?29524—L_j a o ‘ Links *
Co-.nge|Cv ;IGD +d_:__"-",u B - | o »? () Settings = & -

EE F Bankruptcy - Adversary » Query « Reports « Utilities - Logout

Search for a debtor
SSNN | Tax Id |
Last/Business name |

First Name |
Middle Name |

Search | Clearl

Party search results

No person found.

Create new party |

|&] Done l_ l_ I_ l_ l_ |4 nkernet b
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> “Party Information” screen appears (Figure 5)...
> Enter the debtor’s Name and Address information in the appropriate boxes
> Select the debtor’s County of residence (you must select the county which matches the

“office” chosen on the first screen during the initial opening of the case)
(You can type the first letter of the county for a faster search)

> It is not necessary to submit phone number, fax number, or e-mail.

> If the party has an alias, click on the [ALIAS] button & add alias information.
You can enter up to (5) alias records. Alias role types include aka, dba, fdba, fka

Figure 5

/3 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tods  Help | H
Q@Back - ) - [¥] 2] 0| P search JFavorites € | (- h -
Address [{&] https:/fecf-train.beeb uscourts. gov/egi-bin/login. plr6 283064797295 24-L_565_0-1 x| B so |Links »
Google |G- ~|so {52 BF ~ | ¥ soockmarks~ B iblocksd () settings— | €L -
E CF Bankruptcy +« Adversary + Query « Reports « Utilities « Logout ?
Debtor Information =
Last name [Smith First name |
Nﬂ:$2 I Generation | Title |
SSN[  222-11-1234 TaxID [
Office | Address 1 |
Address 2 | Address 3 |
city[ State [ Zip[
County| =l Country |
Phone | Fax [
E-mail |
Party text |

Add all aliases and corporate parents

Alias... c t t... Review. .. L :
=2 | SUOSELL [P | I |before clicking the Submit button.
Submit | Cancel | Clear | =
i | _’l—l
& [T T e mteme 7
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Statistical Data screen appears (Figure 6).

> Select the “type of debtor” by clicking in the appropriate box

> “Fee Status” options are “Paid”, “Installment”, “Fee Not Paid”, “IFP Filing Fee
Waived”

> Designate the “Nature of Debt” as consumer or business

> Choose “yes” or “no” for Asset Notice designation

> Select the range for Estimated Creditors

> Select the range for Estimated Assets

> Select the range for Estimated Debts
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7} TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edt Mew Favaorites Tools Help
Qback - £ ~ [¢] 2] @& | ) search  © 7 Favorites 42 | ~ p -
Address [ &) https: ffecftrain.txeb. uscourts. govicgi-bin/login, pire 283064 79729524-L_565_0-1 R = |Links =

CD-.JS|C|Cv LIGD + & B | ¢ Bookmarks= &1 blocked () Settingsw | &1 -
= C o
UE F Bankruptcy + Adversary -+ Query + Reports .« Utilities « Logout o

Open New Bankruptcy
Case (External)

Type of debtor
& Individual
Prior filing within —— « Corporation (includes LLC
last 8 vears & LLP)
Fee status |Paid R . Patil'tnership
 Other
Nature of debt I = Nature of business
Asset notice [N =]  Health Care Business
Estimated number E r Single Asset Real Estate
of creditors ¢ Railroad
; o Stockbroker
Estimated assets | =l e ok
Estimated debts | [ ¢ Clearing Bank

« Other
I Tax-Exempt Entity

M Clear |
[&] |_|_|_|_|_|ﬂ Inkernst 4

Figure 6
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(Step 8) PDFs The PDF Document selection screen will appear (Figure 7) (repeatedly
regardless of what is being filed with the Court). Think of it as the “browse screen”. Click
the [Browse] bar and locate the folder where the pdf has been saved. Highlight the pdf file
name; right clicking of the mouse will allow the pdf to be opened and reviewed. It is
important in the beginning to review all pdf’s before submitting to the Court to ensure its

correctness.

A NOTE: (Step 6 & 7 do not apply for this exercise)

/2 TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

Qoack ~ €3 ~ [¢] [2) @ | ) search ¢ Favoribes 42 | > ph -
Address [ &) https: [/ecF-train txeb uscourts gowjcai-binflogin pI7628306479720524-L 565 01 v | [E] Go |Links =

Google (G- vIGD + 5 B | L¢ Bookmatksw 2> () settings~ & -

EE F Bankruptcy s Adversary s Query » Reports « Utilities + Logout

Open New
Bankruptcy Case
(External)

Select the pdf document (for example: C:\199¢cv501-21.pdf).
Filename

| Browse... |

Attachments to Document: & No © Yes

M Clear |

@ [ [T T T [ mtemet 4

Figure 7
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Click [Next]. Click [Next] on the following screen. If the petition is being filed without
schedules, (Figure 8) change the “with” to “without”.

/) TXEB Train Database Ver. 3.1.3 - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help

QBack ~ 3 - [¢] [ N | ) Search <7 Favorites 42 | - % -
Address I@ https: ffecf-train, bxeb, uscourks, govfcgi-binglogin, plPe253064 797 29524-L_G65_0-1 j ﬂ Go | Links *
Go ngQ|Gv ;IGD +ﬁj B~ | %% Bookmarks= 51 blocked > () Settings= & -

Open New Bankruptcy
Case (External)

ALL PETTITONS PAID IN INSTALLMENTS MUST BE ACCOMPANIED
BY APPLICATION TO PAY FILING FEES IN INSTALLMENTS.
OTHERWISE, THE FEE WILL BE CHARGED TO YOUR CREDIT CARD
IMMEDIATELY!

= (: =
UE F Bankruptcy + Adversary +« Query + Reports . Utilities +« Logout o

'With or Without Schedules, statements, or other required documents? Submit to
Accept Default

With

NOTICE - A Filing Fee Is Required For The Filing Of This Document! If Y ou
Are An Attorney You Will Be Directed To The Credit Card Payvment Screen
After Docketing This Item!

M Clear |

|@j Dong l_l_l_l_l_lﬂ Inkernet 4

Figure 8
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Step 11) The “Docket Text: Final Text” screen displays (Figure 9). THIS IS YOUR LAST
WARNING BEFORE SUBMITTING THIS TRANSACTION. “ATTENTION” in red
letters is the flag to the filer that clicking [Next] (see note below) will file a given document

with the Court. An e-mail will be generated and sent to all electronic filing parties in a case at
the submission of this screen.

A Note: To abort or restart the transaction, click [Bankruptcy ] on the CM/ECF Main

Menu Bar. Although this can be done at any time, this is your last opportunity to
change the event.

If the final docket text is correct, click on the [Next] button to continue.

/3 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

IE
J Back - ) ~ |ﬂ il] 3 | ' Search Fawvorites 4+ | T g -
Address [&] hitps: {jecf-train.xeb.uscaurts. gov/cgi-binflogin. plP6 283064 79729524-L_565_0-1 Rl = K |L|nks =
GD.nge|Cv LIGD + (‘.jJ ﬁ - | ﬂ? Bookmarks » @Ilblockﬁd » :) Settingsw @ -
EECF Bankruptcy + Adversary -« Query

+ Reports

Open New Bankruptcy
Case (External)

Docket Text: Final Text

Chapter 7 Voluntary Petition and Notice to Individual
Consumer Debtors. With Schedules, Statements, and
all other required documents.Filed by Joe Smith
Document Due 7/30/2007.(testatty, )

Attention!! Submitting this screen commits this transaction.

You will have no further opportunity to modify this submission
if you continue.

et | Clear |
&l

’_ ’_ ’_ l_l_ |4 Internet

Figure 9
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(Step 12) The Notice of Electronic Filing screen is then generated (Figure 10) . The Notice of
Electronic Filing is the verification that the filing has been sent electronically to the Court’s
database and certifies that the petition is now an official Court document. The Notice of
Electronic Filing is the equivalent of a file marked copy in the “paper world”. It can be saved as
a text document, a pdf, or printed.

iz Note: Remember to mail the appropriate Declaration For Electronic Filing to the
Court at this time. See Local Rules for details. (Appendix 5005)

<2} TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help | -
Q@ Back -~ &3 - [x] [E] @m | O search Favorites 42 | > = -

address [&] https:ffecF-train.txeb, uscourts. govicai-binflogin. pl?6283064797 29524-L_565_0-1 ~] B3 s= | Links >*
Coogle [Gl+ ~leo {50 B + | ¥ Bookmarksw &1 blacked 2> () Settings + |@ -
£ Pop-up blocked. To see this pop-up or additional options dlick here. .. >

EE F Bankruptcy - Adversary -+ Query + Reports « Utilities - Logout

Open New Bankruptcy‘
Case (External)

United States Bankruptcy Court

FEastern District of Texas

Notice of Bankruptcy Case Filing

The following transaction was received from testatty, entered on 7/25/2007 at 11:14
AN CDT and filed on 7/25/2007

Case Name: Joe Smith

Case Niummber: 07-60009

Document Number: 1

Docket Text:

Chapter 7 Voluntary Petition and INotice to Individual Consumer Debtors. With
Schedules, Statements, and all other required documents.Filed by Joe Smith
Document Due 7/30/2007. (testatty, )

The following document(s) are associated with this transaction:

Drocument description:Main Document

Original filename:C:Documents and Settings'njohnson'hly Documentst85-

00861 .pdf

Electronic document Stamp:

[STANMP bkectStamp ID=995489823 [Date=7/25/2007] [FileNumber=1224318-0]
[13e7271759741fdfccO7c6be2b300ccetf49cddfe3d8cad939cd8el ShO4540556beot
Qe331376f20b22357e30d1b9735c91219ee7Id7 7ce9fel 624ecbo42ad4a8]]

07-60009 Notice will be electronically mailed to: |

07-60009 Notice will not be electronically mailed to:

ME

[ [ & [ [ |4 internet
Figure 10
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Uploading a Matrix

Repeat Steps 1-4
(1) Create Document

(2) Save as text document (the one exception to saving as a pdf)
(3) Log In to System

(4) Select Bankruptcy from Main Menu Bar

(Step 5) Sub-Menu Categories Choose the Creditor Maintenance option. Click Upload
Original Creditor Matrix file. (Step 6) Enter the case number on the next screen.

<2} TXEB Train Database - Microsoft Internet Explorer

1ol
File Edit Wiew Favorites Tools Help ﬁ
daBack - = - i a1 | Qsearch  GelFavorkes Media (% ‘ - S

Adsress [&] hitps: ffect-train bxeb.uscourts. goviegi-binflogin, 74390691 41250093-L_916_0-1 x| @ |Links »| &y - | Google - | .
Y_’ - evl j Searcheb |~ |+ @' | L= Mal - @My vahoo! ] Games - (] Shopping + 57" Personals -

3E

Creditor Maintenance

Banhkruptcy Adversary

Query +

Reports utilities Logout

Enter individual creditors
Upload Original Creditor Matrix file

|Ej Dane

T
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(Step 7) does not apply to this exercise. (Step8) PDF’s Click the Browse button and find the
mailing matrix. Open to ensure correctness of document and insert into the empty field. This is
the only time a text document will be submitted to the Court. An amended matrix will be
submitted as a pdf. Click [Next].

5 NOTE: THE ORIGINAL MATRIX IS SAVED AND UPLOADED AS A
TEXT DOCUMENT ONLY!!!

/2 TXEB Train Database - Microsoft Internet Explorer i =13l x|
File Edit ‘“ew Favorites Tools Help E
GBack ~ = - (D at | Qysearch  [GFavorites  SMedia ®| By S
Address I.§| https:/ ecf-train.bxeb.uscourts, gov/cgi-binflogin, pl?4 990691 41250093-L_916_0-1 j 6o | Links ‘@ - | GO:.Z:glE - I .
Y_’ - évl j Search web |- |5+ @v | I mal ~ @My vahoo! ] Games + (7 Shopping = &7 Personals - »

EECF Bankruptcy . Adversary + Query + Reports + Utilities + Logout

Load Creditor Information

Case 02-62508 already contains creditors!
Case number 02-62508

Enter name of file and (;hck ?11 Next M s |
Example: c:'\creditor.scn
Nextl Clear |
|&] pone ’_’_E # Internet 4

The screen below should indicate a number of Total Creditors Entered. Click [Submit].
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/2 TXEB Train Database - Microsoft Internet Explorer i =lax]
File Edit Wew Favorites Tools Help ﬁ
GaBack + = - @) it | Qisearch [GFavorites @Media ¢4 ‘ By S
Address |g“| https:ffecf-train,txeb, uscourts, govfcgi-binflogin, plF429069141 250093-L_916_0-1 j @Gu |Links 22 @ = Go.:-glev | S
Y_’ - évl j Search web [+

E' @' | (=0 Mail @My\r’ahuu! '.E]Games - If:l Shopping » %7 Personals -
EE F Bankruptcy

Adversary .

Query « Reports

Add Creditor(s)

Total Creditors Entered 1

Submit |

|ﬁj Done

[ [B@mene
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The screen below will appear. The matrix is now uploaded into the Court’s database. Unlike
other transmissions to the Court, a notice of electronic filing will not be created for the external
user.

Steps 9-12 do not apply to this exercise.

Finally, click Bankruptcy, Miscellaneous, and Matrix(Uploaded Electronically) to indicate to the
Court that a matrix has been uploaded. No pdf is required. Simply follow the screens.

43 TXEB Train Database - Microsoft Internet Explorer =101 x|
File Edit ‘Wiew Favorites Tools Help E
GBack v = - (D at | Qsearch  [lFavorites iMeda (4 | - S
Address Iﬂj https:ffecf-train, kxeb, uscourts .govjcgi-binflogin, pl7499069141250093-L_216_0-1 j @Go |L\nk5 s @ - | Go .'.'SlEv I 22|
Y_’ - £v| j Search Web |~ E' @' | I mal - @My Yahoo! E]Games - [ﬁ Shopping ~ %77 Personals +

EE F Bankruptcy . Adversary +  Ouery -« Reports +  Utilities + Logout
Case Number |02-62508

‘Total Creditors Added to Databage |45

[File A Proof Of Clamm

Retuin To Creditor Maintenance Menu

|&] Dore l_l_ré_ & Internet 4
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B. OPENING A NEW ADVERSARY PROCEEDING

/3 TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help | L]
€ Back ~ €3 - [¥] 2] | ) search 7 Favorites 4% | L= -
Address |&] https: {fecF-train. txeb.uscourts, govjcai-binflogin. plraz4657589337605-L 565 0-1 | [E Go |Links »

Google |G+ vIGD +qj B~ | % Bookmarks— > () settings~ |4 ~

EE F Bankruptcy + Adwversary + Query « Reports + Utilities + Logout

Adversary Events

Open an Adversary Case

Answers...

Appeal

Complaint & Summons

Miscellaneous

Motions(Adversary)

Notices

Upload For Agreed and Court - Directed Orders/Judgments

] L LT T e mternet Z

>Repeat Steps 1-3 (Create Pleading/Print to PDF File/Log In To CM/ECF)
>Click on Adversary on the CM/ECF Main Menu Bar

->Select Open an Adversary Case (Figure 11)

> Select Appropriate “Office” (Division)
>Case Type (defaults to “ap” - accept default)
>Complaint - system defaults to “yes”

>Click [Next]
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Figure 11

/] TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit ‘jew Faworkes Tools  Help ,'J'
i@Back -~ &3 - [ [ . | ' Seatch 7 Favorites 4 ~ e -

Address [ €] hitps:ecf-train.txeb uscourts. gov/cai-binflogin pl7628306479729524-L_565_0-1 ~| Ed e ‘Links e
GOJSIE|C1- ;IGD +q_if1 E’ b | ¥ Bookmarksw gl 1blocked ** (:) Settings + "@ =

@ Pop-up blocked. To see this pop-up or additional options click here. .,

EE F Bankruptcy + Adversary + Query s+ Reports s+ Utilities + Logout

Open Adversary/MP

Case

Office [Not Used =]
Case type [an =]
Date filed 7/25/2007

Complaint [y -

M Clearl

Iy [ I [ [ |4 mntemet
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The Party Search screen appears (Figure 12)

Search for the Plaintiff(s) by name or social security number.

/3 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit “iew Favorites Tools  Help | 1
i Back ~ o) - [x] [2] . | o Gearch <7 Favorites £ | ~ g -

Address |&] https:j/ecf-train txeb,uscourts. govjcar-binflogin. plr9z4657569937605-L 565 0-1 v | [ 6o |Links e
GDuglE|Cv jGD +@'ﬂ B~ ‘ <% Bookmarks» () Settings = & -

Open
Adversary/MP

Case

search for a plaintift
SSIN | Tax Id |

Last/Business name |

First Name |
Middle Name |

search | Clearl
@ LT[ [ e 7

Figure 12
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The Search Results screen appears (Figure 13).
5 Note:
If the designated party was already in the database, the Party Search Results screen would
provide a listing of parties matching your search criteria. In that situation you would select
the party by highlighting the name with your mouse and click [Select Name From List].

If the designated party was not found, click on [Create New Party]

Figurel3

/2 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help | o
Qeback - €3 - ¥ [2] @ | ) search ' Favorites 4% | v .

Address I@j https: ffecf-train.txeb.uscourts, govfcgi-binglogin, pl75549432844 1 7492-L_565_0-1 j ﬂ G0 | Links **
Google |G|~ vIGU +d:j B~ | % Bookmarksw (&1 blocked > () Settings= ) -

EE F Bankruptcy + Adversary « Query « Reports « Utilities + Logout

Search for a plaintiff

SSN[ Taxwd|
Last/Business name [
First Name I—
Middle Name —

[Party search results

No person found.

Create new party |

& [T T e tmkemet 4
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> Enter the Plaintiff’s Name

> Click the Role in Bankruptcy Case and select the role.

> Click on the [Attorney] button on the Party Information screen
(The plaintiff’s attorney MUST add himself/herself to the system
when filing an adversary proceeding). This is an exception. In all other
circumstances the system will “know” your identity by the act of logging into

CM-ECF.

2 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer
File Edit Wiew Faworites Tools  Help | ;ﬂ'
QBa(k - |ﬂ Ej A | - Search 57 Favorites 2 | * g ™
Address I@j https:ffecf-train. kxeb, uscourts.gov/cgi-binflogin, plPBE49432544 1 7492-L _565_0-1 j Go | Links *
Co.‘gle G- 'IGo 4'@ ﬁ - | % Bookmarksw 5] 1 blocked ** l’:) Settings ’@ -
EECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout 1
Plaintiff Information
Last name | First name |
Middle : .
[ Generation | Title |
name
SSNI 222-11-1234 Tax ID I
Office | Address 1 |
Address 2 | Address 3 |
City | State | Zip |
County| E Country |
Phone | Fax |
E-mail |
Party text |
Role in Bankruptey Case | =l
Add all attorneys, aliases and
Attorney | Alias | Corporate parent Review | corporate parents
before clicking the Submit button.
Submit | Cancel | C\earl
’_’_'_’_’_ # Internet v

|’4ﬂ Done

Page 26 of 65



U.S. Bankruptcy Court - Eastern District of Texas August 1, 2007
CM/ECF Training Manual Version 1.1

The Attorney Search screen (Figure 14) allows you to search for an attorney record by Bar
Id Debtor Last Name

/2 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help | '
Qback - &3 -~ ¥ [@ @ | ) Search ¢ Favorites % | o -
Address I@j https:,l’,l’ecf-train.txeb.uscourts.gov,l’cgi—bin,l’login.pl?88494328441?492—j Go | Links **

Google (G~ leo +¢:j E5 ~ | & » () Settings~ | &Y -

EE F Bankruptcy « Adversary « Query « Reports » Utilities « Logou

Search for an attorney

BarId |
Last name |
Search | Clearl

Figure 14 |2jDone l_l_l_’_|_|g Inkernet 4

The Attorney Search results (Figure 15) will display all matches for the search clue. If
your name appears, simply highlight it with your mouse and click on [Select Name From
List] or select [Create New Party] if no matches were found.

43 TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools Help | ;';'
QeEack - €3 - [ 2] @ | ) search - Favorites 4% | v B -

Address I@j https:,l’,l’ecf-traln.txeb.uscourts.gov,l’cgl-bln,l’logln.pl?935637907432871-L_565_E|-;| a [=x] | Limks >

Google [Cl~ |0 & B - | €% bockmarks~ > (O settings~ & -
1)
5E F Bankruptcy - Adversary - Query = Reports - Utilities « Logout ?

Search for an attorney

Bar Id |
Last name |
Search | Clearl

Attormey search results
Attarney, Al

Attorney, B. K

Attarney, Edwin

Attorney, Joe

Attarney, Joe Flgure 15

Attorney, Practice

Select name from list Create new attorney

&] pone T T T T[4 meeme i
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The Attorney Information screen appears: (Figure 16)
Fill in appropriate information and click [Add attorney].

/) TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help
QBack -~ gJ |_1 IJ . | o~ Search =7 Favorites 4 | - -

Address I@ htkps: ffecf-train.bxeb . uscourts, govogi-bin login, pl?9356 3790743267 1-L_565_0-1 J i G0 | Links **

nge|Gv _IGD{ b G2 E‘ - | ﬁ Bookmarks» 2% OSEttII’IgSv @ -
EE F Bankruptcy + Adversary s Query + Reports + Utilities + Logout

Attorney Information (Party debtor, )

Last name [Attomey First name |
Middle name | Generation|
Title | Barld[
Office | Address 1 |
Address 2 | Address 3 |

City | State|
Zip | Country[
Phone | Fax |
E-mail | Lead attorney [ves =|

Click the Add attorney or Cancel
attorney button to return to

Add attarney | Cancel attarney | Clear |the Party screen and add other
attorneys, add aliases, or
submit all information for this party.

4] |
|®j Done l_ l_ ’_ ’_ l_ |ﬂ Internet

i

Figure 16
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The Party Information screen appears (Figure 17) . At this time you could click on the
[Review] button to verify the information or click on [Submit].

When the Party Information screen appears again (Figure 18) , continue to add parties (i.e.,
additional plaintiffs or defendant, etc.). Once completed, click [Submit].

A Note: Do not add an attorney for the Defendant(s).

/Z} TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Miew Faworites Tools  Help | ;'f
QBack ~ £3 - [¢] [2] |, Search =7 Favorites 4% | - A =

Address |&] https:fecf-train.bxeb uscourts. govicgi-bin/login, 79356 37907432571 L _565_0-1 -] o |Links »
GD;JS]E|Gv ;IGG 4;@ ﬁ‘ - | % Bookmarksw 2 OSettingsv '@ >

EE F Bankruptcy + Adversary + Query « Reports « Utilities + Logout o_

Plaintiff Information

Idebtor SSN:Unknown

Office | Address 1 |
Address 2 | Address 3 |
City | State | Zip |
County | [ Country |
Phone | Fax |
E-mail |
Party text |
Role in Bankruptcy Case | =

Add all attorneys, aliases
and corporate parents

Attarney. . | Alias. | Corporate parent. .. Review. . |bef0re c]icking the Submit
button.
Submit | Cancel | Clearl
1] | ©H
€l BBl T 4

Figure 17
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2} TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Faworibes Tools  Help | ﬁ'
QBack - &3 ~ [%] [ @n| L search * Favorites 44 | - -
Address [&] https: {fec-train txeb, uscourts. govicai-binflogin. plPa356 37907432571 -L_565_0-1 | B |unks >

Goaogle ||Clr vIGD + &2 B~ | 97 Bookmarksw > () Settings+ & -

EE F Bankruptcy + Adversary + Query » Reports « Utilities « Logout

Open Adversary/MP

Case

Search for a plaintiff
SSN | Tax Id |
Last/Business name |
First Name |
Middle Name |

Search | Clearl

End plaintiff selection |

|@ Done |_|_|_|_|_|e Internet o

Figure 18

An Adversary Statistical screen appears (Figure 19)

Page 30 of 65



U.S. Bankruptcy Court - Eastern District of Texas August 1, 2007
CM/ECF Training Manual Version 1.1

>For Party Code make the appropriate selection
1. U. S.is a Plaintiff
2. U. S. is a Defendant
3. U. S. Not a Party in the Case (DEFAULT)

>Select Nature of Suit

5 Note: When selecting the Nature of Suit, if the complaint alleges multiple claims for
relief and if one is a §727 Objection to Discharge, always select “424 (OBJ/Revocation
Discharge 727) as the Primary Nature of Suit.

> Rule 23 / Jury Demand/Demand - accept defaults

> When this screen is correct , click [Next] Figure 19

'3 TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help
Qoack ~ ) - ¥ & @ | - search - Favorites 4% | * -
Address [&] https:/jecf-train.txeb. uscourts. gov/egi-binflogin, pl?35637007432671-L_S65_0-1 | B eo |Links -

Gox nge Cl vIGn + (.j E - | {:? Eookmarksw= ¥ () Settingsw @ -

EE F Bankruptcy + Adversary +« Query » Reports « Utilities + Logout

Open Adversary/MP
Case

Party Primary nature of suit
code |3 U.5. not a Party j |11 (Recovery of money/property - 542 turnover of property)
Rlz:tiazsi Br| Second nature of suit
action) fnane
Juryl—_l Third nature of suit.
demand Hone |n0ne
Demandl— Fourth nature of suit
($000) |none
State Fifth nature of suit
lawm Inone

M Clear |
A Note: |4 | »1| The system will
automatic ‘€ PR et Zlally make an

entry into the legal case as to the filing of an adversary proceeding. All matters relating to
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the adversary case should be filed exclusively into the docket of the adversary with

exception to an Application to Compromise Settlement Agreement and a Motion to Defer
Payment. (these two pleadings are always filed in the legal case)

Related Cases screen appears (Figure 20)

*Enter the Lead Bankruptcy Case Number in yy-nnnnn format (i.e., 04-10001)

Select the default of Adversary as the Association Type

*Click [Next] to continue

Figu

5

2} TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help | ;:"
O Back -~ £3 - li'] |EI] . | ! Search - Favorites 45 | > P -
Address |&] https:jfeck-train. txeb.uscourts. govicai-binflogin. pl79356 3790743287 1-L_565_0-1 | B so | Links

GD.nge [l vIGo + =2 E‘ - | % Bookmarks= 3> .’:) Settings '@ -

SECF
Open Adversary/MP
Case

Add Associated Cases
Member case mumber
Lead case number |
Association type |Adversary =1

Mext | Clear |

[&] Done Ii ’7 ’7 ’7 Ii |4 Internet o

Note: (Step 6 & 7 do not apply for this exercise)
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The PDF Document selection screen appears (Figure 21)

(Step 8) This screen will appear repeatedly regardless of what is being filed with the Court.
Think of it as the “browse screen”. Click the Browse bar and locate the folder where the
pdf has been saved. Highlight the pdf file name; right clicking of the mouse will allow the
pdf to be opened and reviewed. It is important in the beginning to review all pdf’s before
submitting to the Court to ensure its correctness.

bz Note: A Civil Cover Sheet and one (1) summons per defendant must be
submitted as attachments to the complaint - (I11(A) (9) of Appendix 5005

Figure 21

/3 TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help | ;',"
o Back ~ . - |ﬂ li'] . | ! Search - Fawvorites 45~ | T -

Address I’.&j https: !fecF-train. txeb.uscourts. gov/cgi-binflogin, plP93563 790743257 1-L_565_0-1 ;I a Go | Links **
GD.JS[Q oG- vI L=l + g".j E‘ - | ‘52? Bookmarks~ ¥ .’:) Sektings - '@ -

SECF
Open Adversary/MP
Case

Select the pdf document (for example: C:199cv301-21.pdf).
Filename

I Browse... I

Attachments to Document: = No © Yes

Mext I Clear I

[&] pone I_ ’_ ’_ I_ I_ |4 Internet 5
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> Click [Next] to continue

/2] TXEB Train Database Ver. 3.1.3 - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help
Qeack ~ €3 - ¢ & @ | - Search = 7 Favorites 4 | T da bt
Address | €] hitps: fecf-train.txeb.uscourts. gov/cgi-binflogin pl7335637907432671-L_565_0-1 | B |Links »

GO-.JS[E|Cv ;IGD +q_:fj B~ | 9% Bookmarksw ¥ () settings= & -

Open Adversary/MP
Case

NOTICE - A Filing Fee Is Required For The Filing Of This Document
(If Plaintiff Is Not The Debtor)! If You Are An Attorney You Will Be
Directed To The Credit Card Payment Screen After Docketing This

Ttem!

Fee: $250

M Clear |

Fig ure 22
(St (53] l_l_l_’_|_|ﬂ Internet o €p 11)
Fi nal

Review LAST CHANCE TO BACK OUT! “ATTENTION” in red letters is a flag to
the filer that clicking [Next] will file a given document with the Court. An e-mail will be
generated and sent to all electronic filing parties in a case at the submission of this screen.

Page 34 of 65



U.S. Bankruptcy Court - Eastern District of Texas August 1, 2007
CM/ECF Training Manual Version 1.1

Click [Next].

3 TXEB Train Database - Microsoft Internet Explorer

=10/
File Edt ‘“iew Favorites Tools Help ﬁ
R | il | @ search [Favorites SMedia ¢4 | - S
Address Iﬁ;lhttps:,l’,l’ecf-train.txeb.uscuurts.guv,l’cgi-bin,l’lugin.pl?394678205?91804-\._916_0-1 j @Go |Links Ees
& -
EECF Bankruptcy . Adversary + Query + Reports « Utilities + Logout '?

Google - |

j| &Search ‘Web v‘ @ | 512231 blocked EAUtoFiII | EOptions P

Open Adversary/MP Case

Docket Text: Final Text

424 (Obj/Revocation Discharge 727): (Adversary Case Number )
Complaint 426 424 (Obj/Revocation Discharge 727) filed by sdsds
against uyuyu Filing Fee: 150,. (Lively (1), Bill)

Attention!! Submitting this screen commits this transaction. You will have no
further opportunity to modify this submission if you continue.

Clear

|&] pore [ & [ nemet 4
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(Step 12) Notice of Electronic Filing (Figure 23)  This screen is the equivalent of a file
marked copy in the “paper world”. It can be saved as a text document, a pdf, or printed.

/] TXEB Train Database - Microsoft Internet Explorer =101

File Edt ‘ew Favorites Tools Help ﬁ
EBack - = - & it | Quoearch [GiFavortes GMeda (% | B-5

Address Iﬁj https: fecf-train, bxeb, uscourts, gov/cgi-binflagin, pl?3946 78205791 804-L_916_0-1 j @’Go |Links »

Google~ | || Bosearchwer - | G0 | Bhazstbloced Eruicrl | Bdoptions 2 & -
EECF Bankruptcy Adversary + Query + Reports + Utiities + Logout

Open Adversary/MP Case -

United States Bankruptcy Court

Eastern District of Texas
Notice of Electronic Filing

The following transaction was received from Lively (1), Bill entered on 10/19/2004 at 11:10 AM CDT
and filed on 10/19/2004

Case Name: gdsds v. uyuyu
Case Number: 04-06027
Document Number: 1

Case Name: Oliver Jones

Case Number: 02-62508
Document Number: 180

Docket Text:
124 (Obj/Revocation Discharge 727): (Adversary Case Number ) Complaint 426 424 (Obj/Revocation

Discharge 727) filed by sdsds against uyuyu Filing Fee: 150, (Lively (1), Bill) =
[&] Dane l_’_ré_ ) Internet o
Figure 23
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AMENDED COMPLAINTS, ANSWERS, COUNTERCLAIM, CROSSCLAIM,
THIRD PARTY COMPLAINT & AMENDED ANSWERS

> To file an AMENDED COMPLAINT, select the event “Amended Complaint” in the
“Complaint & Summons” category and file in the same manner you would file any
other document in the ECF system.

> To file an ANSWER TO COMPLAINT, CROSSCLAIM or THIRD PARTY
COMPLAINT, select the “Answer” category and “complaint, 3", cross, counter”.
Only select the pleading(s) to which the answer being filed responds to.

> COUNTERCLAIMS, CROSSCLAIMS & 3P PARTY COMPLAINTS may be
filed as part of the initial answer to an initial complaint. They may not be filed as
part of an AMENDED answer.

> AMENDED ANSWER TO COMPLAINT - the CM/ECF program is designed to
keep up with the filing of an answer to complaint so that defaults can be tracked.
Consequently, it permits only ONE answer for a defendant to be matched to the
complaint. Once a complaint has been answered by a party, a user attempting to file
another answer for the same party will receive a warning that there are “no
unanswered complaints”, therefore, the AMENDED ANSWER event is set up in the
“Miscellaneous” sub-category under the Adversary menu.
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C. FILING AMOTION

Key to Success: All motions are constructed exactly in the same manner. Therefore, being
able to file one motion gives one the knowledge to file any motion!

Follow the 12-Step Program...
(Stepl) Create the document

(Step 2) Print to PDF. We recommend the purchase of Adobe Acrobat. The current
price is approximately $300.00.

(Step 3) Log in,
(Step 4) Click Bankruptcy or Adversary,
(Step 5) From the Bankruptcy/Adversary Event Menu - select Motions/Applications

(Step 6) Enter the case number and click [Next]. Verify Debtor’s Name. A drop down
menu will appear. All menus in CM-ECF are alphabetized. One can scroll down using the
down arrow, grab the scroll bar or by using a key stroke (such as typing “r” on the keyboard
to find “relief from automatic stay” ). Choose the type of desired motion, i.e., Relief From
Stay.

(Step 7) Parties - Choose from the existing parties or create new party. When creating a
new party a search must be performed. If that party is not found the filer will be prompted a
second time to create new party. IMPORTANT: On the following screen DO NOT fill in
an address for the new party. Simply change the Role from debtor to the correct
identification if the filer is someone other than the debtor. Click [Submit]. The next screen
will automatically have the newly created party highlighted. Click [Next]. A screen will
appear stating: The following attorney/party associations do not exist for this case.

Please check which associations should be created for this case:
YYY Auto Parts, (cr:cr) represented by Lively , Bill (397)(aty)

Click the box that will appear to the left of the creditor. In this case that would be YYY
Auto Parts. The system knows the attorney filer by their login. By making the association
all correspondence for that creditor will be directed to the attorney at their physical address.
Click [Next]
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(Step 8) PDFs - Think of this as the browse screen. Click [Browse] and find the pdf saved
on your computer. After verifying the pdf as the desired document, open the pdf and this
will insert the pdf file name into the empty field. Below the field is a statement:

Attachments to Document: No Yes

It defaults to [No]. Change it by clicking [Yes] and then [Next].

A Note:

ALL PROPOSED ORDERS ARE ATTACHED AS
SEPARATE PDF’'S TO EVERY MOTION FILED IN
THE EASTERN DISTRICT

A Note:
Certificates of Service are submitted as part of the motion (the main pdf) and should be the
last pages of the motion.

If attachments are being submitted, three steps are required on the attachment screen

(Figure 24)

> Click [Browse] and open the proposed order.

> Then under Type choose Proposed Order. No text is necessary under Description.
Filing an exhibit is one of the few times when both Type and Description fields will
contain text, i.e., Exhibit........... Deed of Trust.

> Click [Add to List]. The Filename field will become empty again allowing more
attachments to be added. There is no set limit. Be sure to limit documents to 40 pages
or less. Pdf’s should not exceed 2mg in size.

> Click [Next].

Page 39 of 65



U.S. Bankruptcy Court - Eastern District of Texas August 1, 2007
CM/ECF Training Manual Version 1.1

/3 TXEB Train Database - Microsoft Internet Explorer

=101 %]

File Edit ‘Wiew Favorites Tools Help

GBack + = - () at | Q) search  [Favorites  iMeda o4 | B S

Address I@https:,l',l'ecf-train.txeb.uscourts.gov,l'cgi-bin,l'login.pl?3946?8205?91804-L_916_D-1 j WGU |

Links **

Google - | x| Gpsearchweb - | 3 | Ehzedtblocked fElautorl | Pdoptions
EECF Bankruptcy . Adversary « Query + Reports + Utllities + Logout

File a Motion:

04-06027 sdsds v. uyuyu

Select one or more attachments.
1) Enter the pdf document that containg attachment (for example: C:\appendix pdf).
Filename

| Browse... |

2) Select a document type and/or enter a description.

Type Description

| =l

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the
list of filenames is complete, click on the Next button.

AddtoList
Fernowve from List |
Tl et |

[&] Done l_ l_ ré_ | Internet

N

Figure 24
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(Step 9) does not apply to this exercise

(Step 10) Modify/Confirm Docket Text (Figure 25) - A drop down menu appears before
the word *“Motion” to add such prefixes as Agreed, First, Second, etc. The field in white
allows text to be inserted as necessary. Generally speaking, the filing of motions seldom
require additional text.

/2] TXEB Train Database - Microsoft Internet Explorer =10 =
File Edit Wiew Favorites Tools Help ﬁ
EBack + = - G 7t | Qisearch  [GFavorites  GfMedia ®| - S

Address Ig‘] https: fiecf-train. bxeb.uscourts, gov/cgi-binflogin, pl?394678205791804-L_916_0-1 j @Go | Links **
Google - | || Epsearchweb + | §2 | Bhze4tblocked Eautoril | Edoptions 4 & -

= 2
UECF Bankruptcy . Adversary « Query + Reports + Utilities « Logout o_

File a Motion:

04-06027 sdsds v. uyuyu

Docket Text: Modify as Appropriate.

[ | Motion for Relief from Stay | With Waiver
of 30-Day Hearing Requirement As To . Filing Fee: 150 Filed by YYY Auto
Parts (Attachments: = (1) Proposed Order) (Lively (1), Bill)

Ml Clearl
@ [ B
Figure 25
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(Step 11) Final Review (Figure 26) Clicking [Next] will file the motion with the Court.

(Step 12) Notice of Electronic Filing the filer will be prompted to pay the filing fee now or
continue, allowing payment to occur at a later time. This is helpful when filing multiple
documents requiring fees. Fees can be made at any time through Utilities, Internet Fees
Due. This screen is the equivalent of a file-marked copy in the “paper world”.

2} TXEB Train Database - Microsoft Internet Explorer =18l =]
File Edit Wiew Favorites Tools Help ﬁ
= Back - = - @ i | @Search (5] Favorites @Media @ | %v =]

Address I@ https: ffecf-train, bxeb, uscourts, govfcgi-binflogin. pl? 394678205791 804-L_916_0-1 j @Gn | Links **

j| %Search ‘Web v| @ | 52241 blocked EAUtoFiII | EOptions » @ -

Google - |
Logout ’?

Reports  « utilities

EEC F Bankruptcy . Adversary +  Query
File a Motion:
lie a Miotion.

04-06027 sdsds v. uyuyu

Docket Text: Final Text
Motion for Relief from Stay With Waiver of 30-Day Hearing

Requirement As To. Filing Fee: 150 Filed by YYY Auto Parts
(Attachments: # (1) Proposed Order) (Lively (1). Bill)

Attention!! Submitting this screen commits this transaction. You will have no
further opportunity to modify this submission if you continue.

Next Clear |

’_ ’_ E |4 Imternet 4

|@ Done

Figure 26
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D. FILING AN OBJECTION TO A MOTION

> (Step 1) Create PDF

> (Step 2) Print to PDF

> (Step 3) Log Into CM/ECF

> (Step 4) From Main Menu, Select Bankruptcy or Adversary

> (Step 5) Under Bankruptcy Sub-Menu select [ Objection/Comment]
You have (2) options:
(1) Reference An Existing Document (used when objecting to a motion or other
pleading)
(2) Involuntary Answer to Involuntary Petition

Under Adversary Sub-Menu select [Answers]
You have (2) options:

(1) Motion/Application (used when objecting to a motion/application in the
adversary proceeding)

(2) Complaint, 3", Cross & Counter (used when filing an answer to complaint, 3"
party complaint, cross-complaint or counter-complaint)

> (Step 6) Insert the Case Number . Click [Next]. A drop down menu will appear
with several options (Figure 27). Choose [Objection].
/23 TXEB Train Database - Microsoft Internet Explorer =10j x|
File Edt View Favorites Tools Help ﬁ
GBack v = - (D[4 43| Qsearch [EFavortes EMeda 8| B S

Address [{€] https: flecf-train bxeb cireS. demjeg-binflogin, pl?1 06557673147626-L_916_0-1 =] P ‘ Links

H Google - | | &psearchwen ~ | 3 | Ehzseablocked fElacorl | Fdontions 8
Figure 27 | g
UECF Bankruptcy -  Adversary - Query - Reports - Utilities =

File an answer to a motion

02-62508 Oliver Jones and Test Case Scenario

Objection j

Amended Ohjection to Confirmation of Flan (Chapter 11)
Amended Objection to Confirmation of Plan (Chapter 12/13)
Amended/Supplemental Objection

Comment

Ohjection to Confirmation of Plan (Chapter 11)
Objection ta Confirmation of Plan (Chapter 12/13)
Response To Objection Ta Claim

Fiesponse to Objection to Examptions

& [ [ & |4 mrerner .
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(Step 7) Parties Choose the correct party or create a new party. If a new party is created
the system will highlight that party within the party screen. Click [Next]. The next screen
will ask the user to make the relationship between the new party and the filing attorney.
Click the box and then [Next].

(Step 8) PDF’s Click the browse bar, find and insert the corresponding pdf into the empty
field. Click [Next].

5 Note: PDF’s can be viewed within a folder by highlighting, right clicking, and open.
Once the pdf is highlighted, clicking open will insert the pdf into the empty field. Double
clicking the pdf will also insert the pdf into the empty field on the “Browse Screen”.

£ Note: IT ISHIGHLY RECOMMENDED YOU VIEW PDF’S BEFORE
INSERTING THEM INTO THE EMPTY FIELD.

(Step 9) Related Documents On the next screen (Figure 28), click the box to the left of
“Refer to existing event(s)”.

/2 TXEB Train Database - Microsoft Internet Explorer =10] x|
Fle Edt View Favorites Tools Help ﬁ
wgack - = - @ 7t | hsearch  [ElFavorkes SfiMedia 4 | - S
Address I’e:l https:j/ecf-train, txeb,uscourts, gov/cgi-binflogin,pl? 787 188219393956-L_916_0-1 j @Go ‘ Lirks **
Coogle - | =] @pseachweb + | §3 | Ehzsesblocked CfE]sutorl | Edoptions & -

EE F Bankruptcy . Adversary +  Query =+ Reports  « utilities  «

File an answer to a motion:

02-62508 QOliver Jones and Test Case Scenario

" Refer to existing event(s)?
> Complete The Docket Window With The Name Of The Document To Which You Are Objecting

THE DOCKETING OF THIS EVENT WILL RESULT IN THE SCHEDULING OF A HEARING

et Clear

&) BRE T s

Figure 28
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On the screen below (Figure 29), select the category to which you are objecting, i.e., motion and

click [Next]. All motions in that case will appear on the next screen. Click the box to the left of the
corresponding motion.

A NOTE: ITISIMPERATIVE THAT YOU LINK YOUR OBJECTION TO
THE APPROPRIATE PLEADING.

/] TXEB Train Database - Microsoft Internet Explorer =101 x]

File Edit View Favorites Tools Help ﬁ

GEack » = - ﬁ| Qisearch  [GeFavortes EliMeda £% ‘ B S
Address I@j https:/fecf-train.txeb, uscourts, gov/cgi-bin/login pl? 78718521 9393956-L_916_0-1 j @Go | Links **
Google - | x| Epsearchweb ~ | 53 | Sheseatlocked Erutorl | Rdoptons & -

EE F Bankruptcy . Adversary «  Query =« Reports +  Utilities « Logout

File an answer to a motion:

02-62508 Oliver Jones and Test Case Scenario

Select the category to which vour event relates.

Type
answer
appeal
caseupld
claims
cmp
court
craitcrd

misc

motion |

Ml Clear |

|&] Done ’_’_E £ Internet 4

Figure 29
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(Step 10) Modify/Confirm Docket Text A drop down menu of prefixes appears (Figure 30)
before the word “objection”. Use as appropriate. An empty field appears after the word
“objection”. Text of your choice can be entered as needed (See Note Below). OClick [Next].

1 Note: It is not necessary to insert or “repeat” the title of the pleading you are objecting to
because your objection has been linked to the applicable pleading (which will be green in the

text). The final text should simply state “Objection Filed by MMM Auto Parts (RE: Related
Document [187] Motion for Relief from Stay.......”

/2] TXEB Train Database - Microsoft Internet Explorer

=10l x|
File Edit View Favorites Tools Help ﬁ
GBack + = - (@ at | Qisearch  [GelFavorites  fMedia (4 | By S
Address |@j https: ffect-train.bxeb, uscourts.gov/cgi-binflogin, pl?787 1862 19393956-L_916_0-1 j @G |Links 22
Google - | x| Epsearchwen - | B | Shesestlocked fE|autorl | doptions & -
EECF Bankruptcy . Adversary +  Query -« Reports +  Utilities + Logout ?

File an answer to a motion:

02-62508 Oliver Jones and Test Case Scenario

Docket Text: Modify as Appropriate.

| | Objection | Filed by MMM Auto Parts ~(RE:
Aoreet nent(s){187] Motion for Relief firom Stay With Waiver of 30-Day
Alias wirement As To 1254 Oakland Drive, Plano, Texas. Filing Fee:
E;”;;gsd Bombardier Capital Inc. (Attachuments: # (1) Loan Documents=
Expedited  — Order) (Scott, Brendetta) filed by Creditor Bombardier Capital
Fitth ; o
mn v (1), Gordon)
First
Faourth
JInterim r
€] Done [ [B@mnent 4
Figure 30
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(Step 11) Final Review (Figure 31) The text on this screen is identical to Step 10. Clicking
[Next] will commit this transaction to the court and will appear on the corresponding docket as

filed.

(Step 12) Notice of Electronic Filing Remember, the last screen you see after completing the
filing of a document is equivalent of a file-marked copy. You must decide how to save this

information.

=10l

/2 TXEB Train Database - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help

&GBack + = - () 73 | Qsearch  [lFavories G Media ®| B 5

Address I@j https: | fecf-train.bxeb, uscourts.gov/cgi-binflogin. pl?787183219393956-L _916_0-1 j @Go |Links 2%
Google - | || @psearchweb - | g3 | Ehzsesblocked Elscicri | @doptions & -

EE F Bankruptcy . Adversary ¢«  Query = Reports Utilities +  Logout

File an answer to a motion:

02-62508 Qliver Jones and Test Case Scenario

Docket Text: Final Text

Objection Filed by MMM Auto Parts >(RE: related document(s)[187]
Motion for Relief from Stay With Waiver of 30-Day Hearing
Requirement As To 1254 Oakland Drive, Plano, Texas. Filing Fee:
150 Filed by Bombardier Capital Inc. (Attachments: # (1) Loan
Documents# (2) Proposed Order) (Scott, Brendetta) filed by
Creditor Bombardier Capital Inc.). (Mosley (1), Gordon)

Attention!! Submitting this screen commits this transaction. You will have no
further opportunity to modify this submission if vou continue.

Clearl
& oune ey
Figure 31
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E. FILING ANOTICE OF APPEARANCE

Repeat Steps 1 through 6.

Create Pleading

Print to PDF File

Log In

Select Bankruptcy or Adversary From Main Menu
Select Applicable Sub-Menu Category [Notices]
Enter Case Number

SouswWNE

Highlight Notice of Appearance from the drop down menu (Figure 32) and click [Next].

/43 TXEB Train Database - Microsoft Internet Explorer =10 ]

File Edt Wew Favorites Tools Help

GBack - = - (D at | Qsearch [ Favorites  fMedia (4 | E\- S

Address I’@j https: ffecf-train, bxeb,uscourts, gov/cgi-bin/login, plr4 065633397701 74-L_916_0-1 j @GU |Links B

Google - I | @pssarchweb - | g3 | Bhzsssblocked Eaucrl | Edopiors & -
_

EE F Bankruptcy . Adversary +  Query « Reports +  Utilities + Logout

File a Notice

02-62508 Oliver Jones and Test Caze Scenario

Certificate of Motice
Motice Of Filing Of Claim (Court Lise DML

Motice of App Sarance

Maotice of Change of Address

MNotice of Intentto Abandon by Debtor-in-Possession (CHAFTER 11 OMNLY)
MNotice of Termination of Stay

MNotice of Yoluntary Conwversion to Chapter 7

MNotice of Waiver of 30-Day Hearing Requirement |

Next Clear

@ N

Figure 32
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(Step 7) Parties Select from the list or create new party. When searching, if a party is
not found, you will be prompted to “create new party”. The screen below will appear.

5 Note: Always insert c/o attorney’s name on address to ensure notice will be sent to
the attorney’s address and not the physical address of the creditor. The Role Type must
be changed from Debtor to Creditor (Figure 33)

Click [Submit]. The party will appear highlighted on the next screen.

/] TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

Eile Edit ‘Miew Favorites Tools  Help | ﬂ'
QBack ~ &3 - [¢] [ . | 4! Search 5.7 Favorites v e -

Address |&] https: /fecf-train.txeb uscourts.gov/egi-bin/login. plP62B306479729524-L_565_0-1 | 5o |Links o
GO-_ngE|Cv LIGD 4»@ E - | 9 Bockmarksy Bh 1 blocked ¥ () settings~ |@ -
Pop-up blocked. To see this pop-up or additional options click here. .. x

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Party Information
Last name |7ZZ Auto First name |
Nﬂ:ﬁg | Generation | Title |
SSNl 222-11-1234 Tax ID |
Office I Address 1 IC.-"D Joe Attorey
Address 2 [100 5. Broadway Address 3 |
City |T3r|er State |T>< Zip |?5?02
County | | Country |
Phone | Fax |
E-mail |
Role ICreditor {cren) j
Party text |
Submit | Cancel | Clearl

F| |® Done |_|E_|_|_|_|Q Internet 4 gure

33
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Click [Next]. On the screen below (Figure 34), check the box next to the creditor’s name
to make the association with the attorney within the database. Click [Next]

5 Note: Use the Certificate of Notice event when filing any “notice of” i.e., notice of
rescheduled 341 hearing or notice of deposition.

43 TXEB Train Database - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help ﬁ

GBack + = - (@) 7t | Qisearch [GFavorites EiMedia £% | BN S
Address I@ https: ffecf-train.txeb. uscourts. govjcgi-binflogin. plF40656 33397701 74-L_916_0-1 j @GU | Links **
Google - | =l Epsearch weh - | §3 | Ehzssablocked Elnutorl | Edoptions 48 & -

UE F Bankruptcy . Adversary + Query -« Reports  « utilities  » Logout o_

File a Notice:

02-62508 Oliver Jones and Test Case Scenario

The tollowing attorney/party associations do not exist for this case.
Please check which associations should be created for this case:

I~ X000 Auto Parts, (cricr) represented by Mosley , Gordon (393)(aty)

et | Clear |

|&] pone ’_ ’_ E | Internet 4

Figure 34
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(Step 8) PDFs Click browse, find and insert the correct pdf. The following screen
below will appear (Figure 35) . Insert your name. Click [Next].

(Step 9) Related Documents Does not apply for this exercise.

(Step 10) Modify/Confirm Docket Text Additional text will rarely be necessary. Click
[Next].

(Step 11) Final Review The text will appear again. Click [Next].

(Step 12) Notice of Electronic Filing The “file-marked” copy of the electronic world.

4} TXEB Train Database - Microsoft Internet Explorer 2 —13] =
File Edit Miew Favorites Tools Help ﬁ
W= Back - =H - @ i | @Search (] Favarites @Medla @ | %v =
Address I@j https:jfecf-train. txeb, uscourts, gov/ogi-binflogin, pl?406563339770174-L_216_0-1 LI @Go | Links **

‘ F Bankruptcy . Adversary . Query = Reports

File a Notice:

02-62508 Oliver Jones and Test Case Scenario

Enter Name of Attorney Making Appearance |
INext Clear |

[&] Dane ’_ ’_ E |4 Internet v

Figure 35
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F.

FILING A PROOF OF CLAIM

Repeat steps 1 through 5.

(1) Create Document

(2) Print to PDF

(3) Log In to System

(4) Select Bankruptcy from Main Menu Bar

(5) Select “File a Claim” from Sub-Category Menu

(Step 6) Parties Enter the case number and the creditor.(Figure 36) Click [Next].

Figure 36

/) TXEB Train Database - Microsoft Internet Explorer =101x]

Fle Edit Wiew Favorites Tools  Help ﬁ

HBack - = - @ 3 | @Search [5] Favorites @Media @ | %v =

Links ** @ ‘GO gl(’v I ke IEnlar the search term j Gn
Y! = ¢v| j Search web |- Ev @' ‘ = mal - @My\'ahon! E]Games v 5 personals ~ §0 LAUNCH ~ [sianin [+

ZEC )
UE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout '? B

Search for Creditor

Case Number [p2-62508

Name of creditor |

Address I’&'_L| https: i ecf-train. kxeb.circS. donfogi-binflogin. ple 1 15ﬂ @GD

Type of creditor [Creditor =
It Clear |
/€] Done [ [ [B@mnen 4
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If the creditor is not yet in the case, the screen below will appear. Click [Add Creditor]
(Figure 37) and on the following screen click [Next].

'3 TXEB Train Database ¥er. 3.1.3 - Microsoft Internet Explorer

Ele Edit Wew Favorites Tools Help | :,"
Qbak - &) - ¢ [ | ' sgarch - Favorites &% v 5 -

Address 2:]https:,l',l'ecF—train.txeb.uscourts.gov,l'cgi—bin,l'login.pI?6283064?9?29524—L_565_D—1 j a Go |Links 2
GO-.ngelcv LIGD + & ﬁ - | % Bookmarksw @]lblocked » .’:) Settingsw "@ -
@ Paop-up blocked. To see this pop-up or additional options dlick here. .. X

= 2
UE F Bankruptcy + Adversary « Query « Reports . Utilities » Logout o_

Select a Creditor for
Claim

Case 07-60009: Joe Smith
=

Add Creditor

Edit Creditor

M Clear |

|L:D Done I_E_I_I_I_|Q Internet 4

Figure 37
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The screen below will appear. Insert the name and address of the creditor. Change the radio
(Figure 38) button that defaults to “Continue To Enter” to “Last Entry”. Click [Next].

/] TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit “ew Favorites Tools Help ‘ ;ﬂ'
QBack - O - X [2) A | - Search " Favorites £ | T R r

Address [ @] hitps: fecf-train,txeb, uscourts. gov/cai-binjlogin pI7628306479729524-L_565_0-1 | B |Links 2
CD=13|E|Cv ;IGD + & E‘ - | %7 Bookmarks» @] 1blacked ** 'C) Settings+ |@ i
Pop-up blocked, To see this pop-up or additional options click here. .. x

EE F Bankruptcy -+ Adversary -« Query « Reports « Utilities « Logout

Add Creditor(s)

[{Case 07-60009 already contains creditors!

Case number 07-60009 Joe Smith
Name may be 50 characters. Address may be 5 lines, 40
characters edach.
More than one creditor may be entered. Separate creditors
Name and  With a blank line.

Address B

Creditor type |Creditor =]
Creditor committee # No © Yes

Mext | Clear |
(%) Done l_m_l_l_l_lﬂ Internet 7

The screen below should indicate the creditor was added to the case. Click [Submit].
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4=} TXEB Train Database - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

August 1, 2007
Version 1.1

EBack + = - D 7t ‘ Qzearch [lFavorites EMeda ¢4 | B S

Address Iﬁj https: jjecf-train.txeb. circS.denfegi-binglagin. pl71 15j @60 | Links ™

& | Google - | »

IEnler the search tem LI Go

Bankruptcy Adversary ¢+ Query

Add Creditor(s)

Total Creditors Entered 1

Submit I

+ Reports « Utilities +« Logout

|ﬁj Done

[ B[ @mneme

/2 TXEB Train Database - Microsoft Internet Explorer

Fle Edt View Favorkes Iook Help

$Back ~ = - &t | @usearch  GaFavoites Gveda 4| B S

deress [ ] tpsifJect-train bxeb.circs.denfearbinflogin o115 =] @G | Lrks @) |Gnngle- |

»

[Enterthe searchtern ] £ 6o

Creditors Receipt

Case Number 02-62508
Total Creditors Added to Database |1

[File A Proof Of Claun

[Return To Creditor Maintenance Menu

Click File a

- 2 | searchweb |- | F- @1 | Eamal + @ My vahoo! B Games - & Personals -+ 9 LAUNCH - [Signin |-

EE F Bankruptcy . Adversary + Query + Reports . Utilities - Logout

Proof of Claim

|&] Done

[ [ |3 @ meemet 7
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You must search for the creditor again. Click [Next]. The creditor will appear highlighted on

the next screen. Click [Next].

/Z) TXEB Train Database - Microsoft Internet Explorer

Flle Edt Vew Favortes Took Help

Back ~ = - (D [ & | Qoearch GFavories @vedia (B | Y- B
Links ”|® |Gonglev |

@ My vahoo! [ Games = %7 Person:

»,

[Enter the searchtem = EJen

als - b LAUNCH -

Address [{€] https: et train b, donyogh binflagin.plPes6easasaL08 ¥ | (P60

r - 2 [ searchweb [~ |- - | camal -

EECF Bankruptcy . Adversary *+  Query -«
Search for Creditor
Casge Number [oz-2508
> ||Name of creditor |

Type of creditor | Creditor -
Next Clear

Reports +  Utiities + Logout

[ |5 [ nternet 7

€] Done

Insert the necessary figures.(Figure 39) Do not use $ signs or commas. Bypass the Late and
Status fields. The Remarks and Description fields may be used but are rarely needed. Click

[Next].
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5 Note: A pdf containing the proof of claim will still need to be filed.

/3 TXEB Train Database - Microsoft Internet Explorer

=10l
File Edit Yiew Favorikes Tools  Help ﬁ
GaBack v = - ) | @oearch GeFavortes fhveda (# | By S

Address |ej https:Necf-tra\n.txeb.C|rc5.dcn,l’cgl-b\n,ﬂogln‘pl?8566853531usj @Go ‘ Links

@ |G0l)gl€v I it IEnlar the zearch teirm j E_:GD
Y_, - évl || searchweb |- |- @~ | =AMl » @My vahoo! ¥ Games = 87 Persanals + §0 LALNCH ~ | SionIn |~

= 7]
UECF Bankruptcy . Adversary +  Query -« Reports  «+  Utilities + Logout ? 7}

Proof Of Claim Information For

20323 - ABC

Cage Number: 02- Claim No- Amends Claim #:  |Duplicates Claim #: File;l By:
62508 . [ [Creditar =]
Last DateMoiBileg| s [()c?:ﬂ)o File lléatng;lg& Late: [Mo =] Status: [ =]
| Amount Claimed
Unsecured Secured Priority Unknown Total (Display Only) {
r r r [ [
| Amount Allowed
Total (Display Only) {
I

|Desc1‘iption: I

|Rema1‘l§s: I

MI Clear |

| €] Done ’_ ]_ré_ # Internet 4

Figure 39

(Step 8) PDFs Find and insert the pdf into the empty field.(Figure 40) If filing an attachment
change the No to Yes and click [Next]. On the following screen, the filer will be prompted to
browse for the pdf, choose the type or use the description field to identify the attachment, and
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then add to the list. This is identical to the process of attaching a proposed order to a motion.
Click [Next]

5 Note: Steps 9,10,11 to not apply.

/Z} TXEB Train Database - Microsoft Internet Explorer -0l x|

File Edt ¥ew Favorites Tools Help ﬁ

GBack ~ = - @) at | Qusearch [ElFavortes Media % | B S
@ |Googlev | 2

Links >

Address Iﬁj https:J‘,l’ecf-traln.txeb.C|rc5.dcn,icgl-bln,ilogln.pI?BSEEBSSSSlUSj @GD

Y! - évl || search web |~
EECF Bankruptcy . Adversary . ] + Reports s+  Utilities « Logout

IEnler the search term j a (<]

Case (02-62508
Select the pdf document (for example: C:\199¢v301-21 pdf).
Filename

> [| Browse. .

Attachments to Document: & No « Yes

MNext | Clear |

|&] Dane l_ l_ ré_ & Internet 4

Figure 40

(Step 12) Notice of Electronic Filing
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< TXEB Train Database - Microsoft Internet Explorer =01 %]

Fle Edt Wiew Favorites Tools  Help i

R 4 | Dioearch [Favories EMedis 4 | 5
Address Iﬂﬁ hktps: ffecf-train, beeb.cireS, denfogi-bin/lagin, 856685353105 j @Go Links > @ ‘Google- | i
I mal - @My Yahaoo! E]Games ~ 5P Persorals -+ §) LAUNCH ~ SignIn |~

Y-' - é‘l j search weh [+ |- 84~

EECF Bankruptcy  + Adversary + Query + Reports +  Utilities -«

United States Bankruptcy Comt
Eastern District of Texas

Notice of Electronic Claims Filing

The following transaction was received from Mosley, Gordon on 12/2/2004 at 4:33 PM CST

Case Name: Oliver Jones
Case Number: 02-62508
Creditor Name: ABC

Claim Number: 12

Total Amount Claimed: $100.00
The following document(s) are associated with this transaction:

Document description:Main Document

Original filename: C:'Documents and Settings'njohngon' My Documents'04-60287-19-cpo.pdf
Flectronic document Stamp:

[STAMP bkectStamp ID=995489823 [Date=12/2/2004] [FileNumber=1213909-0]
[0dfa405bb8ad947016e711f13431eacd7e641cb67cedl e385£1501¢73a%¢aTdth00
SfaecSad7ec5bad9ca50622ea6b365a701b41 7cac72¢419¢4 7d0c442a64¢]]

|&] Dane ’_ ’_ E ® Internet 4

G. UPLOAD FOR AGREED AND COURT-DIRECTED PROPOSED ORDERS
This system is used for Proposed Agreed Orders being submitted to the Court:

1. Prior to a Scheduled Hearing (parties reach an agreement prior to a scheduled hearing)
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2. At the Direction of the Court (as a result of a hearing held at which time parties were
instructed by the Judge to submit an agreed order)
3. At the Clerk’s Direction (proposed orders submitted at the request of the Clerk’s
office - party should also notify Clerk when order is uploaded)
. Proposed Pre-Trial Orders
. Proposed Findings of Fact and Conclusions of Law
. Proposed Agreed Order Requesting Continuance (of a scheduled hearing)

o 01 A~

A NOTE: THISSYSTEM IS NOT FOR PROPOSED DEFAULT ORDERS

From the Bankruptcy or Adversary Main Menu:
> Select Upload For Agreed and Court-Directed Orders
> Select Upload Order
- Enter Case Number, Press [Next]
> Enter Related Document Number (the document # of the related matter for which the

agreed order is being submitted)

A Note: If at this time you do not know the document # of the related matter, click [Next Jand
the system will provide a category listing (i.e., motion/claims/miscellaneous, etc.); select the
applicable category, then select the applicable pleading by placing a check in the appropriate
box.

> Select the Order Type

> Enter Date of Hearing (if applicable)

> Browse for PDF to upload Proposed Agreed Order
> Click [Next] to submit

H. REPORTS

Each report below will require entry of a PACER login/password. One login/password
will work for every district in the United States, though one must log on through the particular
website that has jurisdiction of that case.
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; TXEB Train Database Yer. 3.1.3 - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools Help

August 1, 2007
Version 1.1

:‘ | - Search 7 Fawaorites & |

Qoeck - O - 1] 2] - E

Address I@ https:ffecf-train.txeb,uscourts, gov/cgi-binflogin, pl?6283064 79729524-L_565_0-1

| Beo |tk »

GD;nge|Cv LIGD v{b{ijﬂ Ei’ v | % Bookmarks- gllblocked =

() settings = |@ -

@ Pop-up blocked, To see this pop-up or additional options click here. ..
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l. UTILITIES

Internet Payments Due:

Filing fees may be paid from this location at any time. The system will maintain your current
balance (See Internet Credit Card Manual located on our website under Electronic Filing
Information for details).

Maintain Your ECF Account:

Changes to personal information: phone number, address, email address, or password should be
made here. The Clerk’s Office no longer requires the filing of an attorney address change.

The responsibility of maintaining accurate personal information rests with the attorney. The
login to CM-ECF should never be changed. Passwords may be changed at will.

Verify A Document:

In the event that a Notice of Electronic Filing was not saved, a filer may use the Verify a

Document option to obtain pertinent information. The case number and document number will
be required to complete the process.
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1. HELPFUL HINTS

1. When in doubt, call the clerk’s office before proceeding; that will save you and us time.
2. Check our website on a regular basis for updates, announcements, and useful resources.

3. Maintain a working knowledge of the Federal and Local Rules of Procedure for Bankruptcy
Law.

4. Click on the yellow ? in the upper right hand corner for helpful information at any time. The
information will only pertain to that screen.
5. Use the control f function to search for key words or phrases in large docket reports.

6. To minimize browser malfunctions, click Tools, Internet Options, Delete Cookies, Delete
Files on a regular basis. This will prevent various menu selections from being eliminated

from a given screen. Click the Settings bar and set it to Every Visit To The Page.

7. Disable all pop-up blockers before paying fees due. DO NOT USE THE BACK ARROW
AT ANY TIME DURING THE PROCESS of paying fees.

8. All proposed orders are ATTACHED to motions, ONLY agreed orders and judgments are

submitted using the Upload for Agreed and Court-Directed Orders Link on the main menu.
9. Call the ECF HelpDesk immediately upon discovery of or making an error. Call with other

helpful hints not listed.

10. “Linking” is a term used by clerk’s staff to describe the phrase, “Reference to an Existing
Document”. Be sure to link to the specific document in question, i.e., a withdrawal of an

objection is linked to the objection, not the motion.

11. All drop down menus are alphabetized. One can use the down arrow, grab the scroll bar,

or use a key stroke to find the desired event or caption.

12. Open and review all pdf files before transmitting to the court to ensure correctness.
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IV. TROUBLESHOOTING

1. Only partial menus appear on computer screen. See #6 of helpful hints.
2. Unable to pay fees due. See #7 of helpful hints.

3. Unable to login to CM-ECF. Verify correct login is being used, i.e., PACER logins will fail

when used to log into CM-ECF and vice versa.

4. System extremely slow. Periodically during the day slow periods will occur. The busiest
time is between 2:30pm and 3:30pm. If conditions persist for a extended period of time,
contact the ECF HelpDesk..

5. Not receiving e-mails from the clerk’s office. Check with the ECF HelpDesk about possible

system failure. The problem almost always exists with the external filer’s internet provider.

Appendix A - List of Counties Comprising Each Division (Office)
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EASTERN DISTRICT OF TEXAS
Beaumont Division Lufkin Division Marshall Division
Chambers Angelina Camp
Hardin Houston Cass
Jasper Nacogdoches Harrison
Jefferson Polk Marion
Liberty Sabine Morris
Newton San Augustine Upshur
Orange Shelby
Trinity
Tyler
Texarkana Division Tyler Division Sherman Division
Bowie Anderson Collin
Franklin Cherokee Cooke
Red River Gregg Delta
Titus Henderson Denton
Panola Fannin
Rains Grayson
Rusk Hopkins
Smith Lamar
Van Zandt
Wood

Page 65 of 65



